State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) 1101-1139-002 50032092 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant TBD FloodSAFE Env Stewardship & Statewide Res Offic

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Melanie Baillie Administrative Officer Il
APPROVED BY (Personnel Analyst's Name) DATE
SCM 11/28/11
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
An Office Technician (Typing), under the general direction of the Administrative Officer Il, is
responsible for overall clerical support for the Delta Levees and Environmental Engineering Branch
in the FloodSAFE Environmental Stewardship and Statewide Resources Office.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; exercise good judgment;
maintain regular, consistent, and predictable attendance; be knowledgeable of DWR’s
correspondence procedures, timekeeping practices, filing systems, and M/S Office products. The
specific essential duties are:

40% Serve as Secretary to the Branch Chief and report to the Administrative Officer. Prepares draft and
finalizes copies of a variety of correspondence, letters, memoranda, forms, documents, work
agreements, statistical summaries, reports, and tables. Screen telephone calls and visitors for the
Chief and act as attendant for other office staff. Ensure telephone coverage for the Office is
provided from 8:00 am to 5:00 pm each business day. Maintain the Office Chief’s appointment
calendar, which includes scheduling meetings, and Conference Room 1603 calendar by use of M/S
Outlook. Work directly with Office Chief on matters involving personnel, time, and training. Make
travel arrangements for Office Chief, including airline, car, and hotel accommodation reservations.
Process travel advances and travel expense claims for the Office Chief, and others, as assigned.

25% Track, log, and report on a variety of activities, including, but, not limited to: incoming and
completed correspondence, incoming and outgoing mail. Independently handle mail for routing
and have the ability to recognize and handle confidential material. Prepare purchasing requisitions
and service entry sheets; arrange meetings with DWR staff, and federal, State, local agencies, and

SUPERVISOR'S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Melanie Baillie >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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the general public; make arrangements for meeting locations, dates/times, and agendas; compiles
meeting materials, and contacts appropriate parties to confirm their attendance. Prepare meeting
minutes and document action items discussed in the meeting.

20% Review all correspondence originating in the Office for accuracy and conformance with
Departmental correspondence procedures to insure consistency of format, correct spelling, and
reasonable structure. Maintain Office files for the office Chief, update Office manuals, and keep a
control log of all action requests referred to the Office. Independently follow-up with staff on
assignments to ensure control dates are met. Maintain logs to track incoming and completed
correspondence and brief the Administrative Officer on the status of correspondence and other
time-sensitive materials. Maintain mailing lists and keep electronic files on the computer well
organized so they can be retrieved in a timely manner.

10% Responsible for arranging the update of the Office web site, including regular maintenance of the
site for current documents, and coordinating the upload of appropriate documents as determined
by the Office and Branch Chiefs.

5% Serve as lead timekeeper for the FloodSAFE Environmental Stewardship and Statewide Resources

Office which requires the ability to work within the SAP system. Responsible for resolving the
more complex timekeeping problems within SAP. Work with Personnel Specialists on employee
time issues.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS

FESSRO has responsibilities to work with others in the Department during emergency response.
Incumbent in this position must be physically able to work extended hours, move up to

25 pounds, walk on uneven surfaces, mobilize for up to two weeks away from home to support
emergency operations. In the capacity of emergency responder, incumbent must pursue training in
SEMS/NIMS within the Administration & Finance emergency response function and become a
qualified responder within one year following commencement of employment.
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	activity: POSITION SUMMARY

An Office Technician (Typing), under the general direction of the Administrative Officer II, is responsible for overall clerical support for the Delta Levees and Environmental Engineering Branch in the FloodSAFE Environmental Stewardship and Statewide Resources Office.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; exercise good judgment; maintain regular, consistent, and predictable attendance; be knowledgeable of DWR’s correspondence procedures, timekeeping practices, filing systems, and M/S Office products.  The specific essential duties are:

Serve as Secretary to the Branch Chief and report to the Administrative Officer.  Prepares draft and finalizes copies of a variety of correspondence, letters, memoranda, forms, documents, work agreements, statistical summaries, reports, and tables.  Screen telephone calls and visitors for the Chief and act as attendant for other office staff.  Ensure telephone coverage for the Office is provided from 8:00 am to 5:00 pm each business day.  Maintain the Office Chief’s appointment calendar, which includes scheduling meetings, and Conference Room 1603 calendar by use of M/S Outlook.  Work directly with Office Chief on matters involving personnel, time, and training.  Make travel arrangements for Office Chief, including airline, car, and hotel accommodation reservations.  Process travel advances and travel expense claims for the Office Chief, and others, as assigned.   

Track, log, and report on a variety of activities, including, but, not limited to: incoming and completed correspondence, incoming and outgoing mail.  Independently handle mail for routing and have the ability to recognize and handle confidential material.  Prepare purchasing requisitions and service entry sheets; arrange meetings with DWR staff, and federal, State, local agencies, and
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 1101-1139-002
	sap personnel no: TBD
	sap position number: 50032092
	division: FloodSAFE Env Stewardship & Statewide Res Office
	mcr: 1
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	activity2: the general public; make arrangements for meeting locations, dates/times, and agendas; compiles meeting materials, and contacts appropriate parties to confirm their attendance.  Prepare meeting minutes and document action items discussed in the meeting.

Review all correspondence originating in the Office for accuracy and conformance with Departmental correspondence procedures to insure consistency of format, correct spelling, and reasonable structure.  Maintain Office files for the office Chief, update Office manuals, and keep a control log of all action requests referred to the Office.  Independently follow-up with staff on assignments to ensure control dates are met.  Maintain logs to track incoming and completed correspondence and brief the Administrative Officer on the status of correspondence and other time-sensitive materials.  Maintain mailing lists and keep electronic files on the computer well organized so they can be retrieved in a timely manner.

Responsible for arranging the update of the Office web site, including regular maintenance of the site for current documents, and coordinating the upload of appropriate documents as determined by the Office and Branch Chiefs.

Serve as lead timekeeper for the FloodSAFE Environmental Stewardship and Statewide Resources Office which requires the ability to work within the SAP system.  Responsible for resolving the more complex timekeeping problems within SAP.  Work with Personnel Specialists on employee time issues. 

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
FESSRO has responsibilities to work with others in the Department during emergency response.  Incumbent in this position must be physically able to work extended hours, move up to 
25 pounds, walk on uneven surfaces, mobilize for up to two weeks away from home to support emergency operations.  In the capacity of emergency responder, incumbent must pursue training in SEMS/NIMS within the Administration & Finance emergency response function and become a qualified responder within one year following commencement of employment.  
	supervisor name: Melanie Baillie
	employee name: 


